JOB AID

CHANGE IN WORK SCHEDULE/HOURS
ACTION SAMPLE

HR ASSISTANT

1. HR Assistant initiates CHANGE IN WORK SCHEDULE/HOURS action input sheet.

DHHESMATIONAL INSTITUTES OF HEALTH

0 ? Office of
/ Human Resources

Pezrnars in Science

HRA/Rep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields

WITS # A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered
3891 spaTe@nih.goy Change in Wark SchedulefHours ~ || nsr1er2004

Administrative Code* Institute)C enter Organization Initials Proposed Effective Date*

HR Assistant* Forter, Sharon = | EAEES R & Parter, Sharon = HR. SPA* Parter, Sharan =

Date Returned to 10 Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Name MI Last Name

Position Title Pay Plan Series Grade  Step Pay Band Pay Cluster

Caminsisposassont o0 ——————Jes  oos Jor =l ol o]
Position Number Job Code CAN’
TH Number* Base Salary Total Salary
Certificate Type m

NEW POSITION INFORMATION (Cornplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.!

.

4 < Hew Pay Hew Hew Hew Hew Pay Hew Pay
Hew Position Title
Plan Series Grade Step Band Cluster

— vo I

ORIENTATION INFORMATION

L SD Orientation _ Orentaion Contact
SIETE e Contact Phone Humber
Fingerprints
Required | =

COMMENTS

Hire Type

Comments/Status




2. HR Assistant selects “Submit to Subprocess™ and clicks on Cﬂ’ to end the “Initiate
Action” process and retrieve the “Change in Work Schedule/Hours” input sheet.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the Change in Work Schedule/Hours action has been
received in HR is sent to the addressee(s) shown in the AO’s Email Address field of
the input sheet, for example:

| B WiTS - Receipt of Action - Change in Work Schedule/Hours - Message (HT i ] |
| J Eile Edit “ew Insert Format Tools Ackions Help |

-Jﬁ.ﬂﬂeplv|ﬁdReplyto.ﬂU|$EForﬂard|§‘ §¢| Ld ||E' X|4 ~ ¥ *ﬁ| @v

From: sp47e@nih.gov Sent: Thu 9f16/2004 4:23 PM
i To: cp47e@nib.goy

Cr: sp47e@nih.gov; sp4re@nih.gov

Subject: WiTS - Receipt of Action - Change in Work SchedulefHours
Tour action #3891, HM AN, OHE, for Jane Thomas has been recetved m the Human Eesources
Oiffice. Tou will be notified if additional mformation 15 needed to proceed. Vou will alsoe be notified
when the action has been completed.
IFyou'd like more information on the Wortldlow mformation Tracking Systems (WiTS), please refer to
the Office of Human Eesource's e-HE web site at: http /bt od nth gowianits/default htm.

3. HR Assistant receives e-mail or WiTS pop-up window notification that a new
workitem has been received.

e

(@g I ew wiarkltem has arrived!

Frocezs iz Hours / 'Wark Schedule Change Process
Activig i HRA Reviews/Processes Action
Iritigtor is Parker

Title iz HR Specialist

Organizational Lnit iz HRC-Bethezda

| Indew: 1 | Tatal: 1

mm| T % & x|




4. HR Assistant opens Change in Work Schedule/Hours action to retrieve and complete
the “Change in Work Schedule/Hours” section that has been added at the bottom of
the Initiating Action input sheet.

DHASMNATIONAL INSTITLTES OF HEALTF HRA Reviews/Processes Action

0 Oftice of
/ Human Resources

Fartriers in Science

TRANSACTION INFORMATION * Required fields
WITS # A0Q's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

3881 spdTeg@ninh.gov Change in Work Schedule/Hours ~|§ oar1 62004

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* UG IETN A | HR Specidist* Porter, Sharon = HR. SPA* Porter, Sharon =
Date Initiated Sent pate Initiatedsent [N prioiity (RGO
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Hame Mi Last Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Position Humber REXFSE IR Joh Code 321654 CAN* aaga8888
TK Humber* 11111 Base Salary 28626 Total Salary  geltEa

NEW POSITION INFORMATION (Cornplete for any action where the Position Title, Series or Grade has changed, e.q. Career Change.!

igi < Hew Pay Hew Hew Hew Hew Pay Hew Pay
New Position Titl
eurEosition Hite Plan Series Grade Step Band Cluster

S ——— —_—

ORIENTATION INFORMATION
Orentaion

SD Orientation Orientation Contact
Contact Phone Humber

Orientaton Date _ Duty Station ST
Fingerprints
Required | =

COMMENTS

Comments/Status

CHANGE IN WORK SCHEDULE/HOURS

Tour of Duty Old* Full Tirme id| Tour of Duty New* B enefits Affected Wes
teoevr v [T ™ "
Ol Hew

Date Hew P osition 0941 Br200 4 Date Hew Position _ HewPosition
Humber Requested Humber Received Humber

5. Click “Partially Save” I} button to save this partial information and close the

workitem.
a Hours / Work Schedule Change Process - HRA Reviews,/Processes Action - Microsof: I ternet Explorer

ISendtDHRSI jc& |j E|@ @|° °||%§x




HR Assistant opens the Change in Work Schedule/Hours action to update and/or

complete the remaining data fields. (Note: These activities may need to be entered at
different times to accurately reflect current status. If so, repeat steps 4-6 to update data fields as
often as necessary.)

IMPORTANT: Immediately click on the “Enable Editing” Eh button, making
sure that the button is selected as shown in screenshot number 5 above.

DHHSMATIONAL INSTITUTES OF HEALTH

0 Office of
/ Human Resources

Partrers in Sclence

HRA Reviews/Processes Action

TRANSACTION INFORMATION * Reqguired fields

WITS #  AO's Email Address* Action Type* Date SF-52 Recv'd  Date Entered
2801 spa7e@nih.gov Change in York Schedule/Hours || nsieizons

Administrative Code* Institute/Center Omganization Initials Proposed Effective Date*

HR Assistant* RENCIR=IEL | HR Specialist* Porter, Sharon = HR SPA* Parter, Sharon =

Date nitiated'Sent [ LR rer il Date InitiaedSent [N prioity (LI
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Hame M Last Hame

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

T T | T N ) ) -
Position Number Job Code CAN’ gsssssae

TH Humber* Base Salary Total Salary  REliE

Certificate Type m

NEW POSITION INFORMATION (Complete for any action where the Position Title, Seties or Grade has changed, e.g. Career Change)

New Pay New New New New Pay New Pay
Plan Series Grade Step Band Cluster

wowassosoory [N e oo sy we -

QRIENTATION INFORMATION
Contact Phone Number

New Position Title

Orientation
Hire Type
Fingerprints
Required
COMMENTS

Comments/Status

CHANGE IN WORK SCHEDULE/HOURS

S E— ]
oo (R ===
old Hew

e N [on
Hurmber Requested IR Humber Received i Humber 89894444




7. HR Assistant selects “Send to HRS” and clicks on Cﬂ’ to forward Change in Work
Schedule/Hours action to HR Specialist for review.

“Send ko HRS =] C??
1

HR SPECIALIST

8. HR Specialist receives e-mail or WiTS pop-up notification of new workitem.

9. HR Specialist opens and reviews the WiTS Change in Work Schedule/Hours action.

DHHSMAT IOMNAL INSTITUTES OF HEALTH

0 Office of
/ Human Resources

Fartners in Sciance

HRS Reviews Action

TRANSACTIOHN INFORMATION * Required fields

VTS # AO's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

2801 spaTe@nih.oor Change in Work ScheduleiHaurs -l oor16i2004

Administrative Code* Institute/C enter Omganization Inttials Proposed Effective Date*

HMam 4 OHR 100032004
HR Assistant® Parter, Sharan M| HR Specialist* FParter, Sharan - HR SPA* Forer, Sharon -

Date Initiated/Sent [ o Rre el Dae nitiatedSent [[NNNEGEGE prioity [T |
Date Returned to 1O _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Name Last Hame

Ml

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Adrministrative Assistant (04) m 0303 ﬂ m

Position Number EExFyielin Job Code 321654 CAN*® 358588888
TK Humber® 11111 Base Salary 28626 Total Salary RElUE

HEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

ati = Hew Pay Hew HNew Hew Hew Pay Hew Pay
Mew Paosition Title
Plan Series Grade Step Band Cluster

S r— wee

ORIENTATION INFORMATION

P CSD Orientation _ Onentation Contact
Orientation 1 Contact Phone Humber
Fingerprints
Required 1

COMMENTS

Hire Type

Comments/Status

CHANGE IN WORK SCHEDULE/HOURS

Tour of D uty Old* Full Tirme hl| Tour of Duty Hew* B encfits Affected
torpervoy e CIN " "
Old* Hew"

B preenrezeey  CCCTEEN i
Hurrber Req ed 0971652004 H ] 095282004 H 9949594444



10. HR Specialist selects “Send to SPA” and clicks on Cﬂ’ to forward Change in Work
Schedule/Hours action to the SPA.

|send to sPa | =l &

SPA
11. SPA receives e-mail or WiTS pop-up notification of new workitem.

12. SPA reviews pages 1-3 and enters the Effective Date on page 3 of the Change in
Work Schedule/Hours input sheet.

On Page 1 CERE:ILY A SPA reviews Transaction Information and Current
Employee/ Position Information sections of the Change in Work Schedule/Hours
input sheet.

DHH3M™MATIONAL INSTITUTES OF HEALTH

? Office of
@ / ITuman Resources

Partnecs in Science

SPA Finalizes Action

TRANSACTION INFORMATION * Reguired fields

YWITS A0's Email Address* Action Type* Date SF-52 Recw'd Date Entered

3891 spaTe@nih.gov Change inWork SchedulefHours ~ N oorerz004

Administrative Code* Institute’/C enter Organization Initials Proposed Effective Date”
HrA 4 OHR 1050352004

HR Assistant* Forter, Sharon adl| HR. Specialist* Forter, Sharon - HR SPA* Forter, Sharon
Date Initiated /Sent pae inmiaedsent  [[IIEIEG Priority
Date Returned to 1O _ Date Returned to 10 _

CURRENTEMPLOYEE/POSITION INFORMATION
Employee ID First Name L ast Name

i

Position Title Pav Plan Series G rade Step Pay Band Pay Cluster

Administrative Assistant (OA&) o303
Position Number 543219876 Job Code 321654 CAN® a8888888
THK Number=® 11111 Base Salary 28626 Total Salary 30762
cortincate Type |

NEW POSITION INFO RMATIOHN (Complete for any action where the Paosition Title, Series or Grade has changed, e.g. Career Change.)

New Pay New New Mew
Plan Series Grade Step

Hew Base Salary _ Mew Total Salary

ORIENTATION INFORMATION

CSD Orientation

Hew Position Title

G e
Phone Humber
nire Tyne |

Orientation Contact

onentaonpate R vy <vexion
F ingerprints

COMMENTS

CommentsiStatus

CLASSIFICATION
Standard QC PD
Pos Audit Start Date

Position Audited

KK

Pos. Audit Type

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Humber Reqst'd Date Job Code Requested

Date Position Humber Rec'd Date .Job Code Received

Mew Position Humber Hew Job code

RETURN TO DUTY

fowrnToow
Date



On Page 2 4250 __ SPA reviews to ensure that no data has been entered into the
sections on page 2 of the Change in Work Schedule/Hours input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

C??Z{ 7‘8 ‘[}Ig;ea;f Resources

Fartners in Science

RECRUIT AND SELECTION

Atvertise Job
Ann Number
Date Ann Opened
Date Ann Closed

Date to Select. Official

Selection Date
Date Selection Rec'd in HR

Type of Selection

Selection Type

Joh Offer Date

Job Offer Response Date
SF-75 Info Required

Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd

NTE Date

Date Pre-Recruit Form Sent

Prionty Placement

AWARDS
Award Type
Justification
IndividualiGroup

Group Recipients

CAREER CHANGE

Career Change Type m Reason for Change m HTE Date

Career Change EQOD
overvcecn [ S

RESIGHNATION

Date of Resignation

Reason for
Resignation

Type of Separation Date to ER Office

Federal Benefits m

[ (e
Info Sent

Reatlvertise Joh

DEU Cert Number
Date DEU Cert Regst'd
DEU Request Humber
Date DEU Cert Issued

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date
Cancellation Date

Date QH Cert Issued

EOQD Date
Multidisciplinary Pos.
HIH 2028 Req. for Travel
Date of HR Auth. of 2028

Date Pre-Recruit Form Rov'd

Special Saay Rate

Award Amount

Hominating IC

Award Period Start Date

Award Period End Date




On Page 3 3B SPA reviews the Change in Work Schedule/Hours section
and enters Effective Date in SPA Action Processing section of the Change in Work

Schedule/Hours input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

? Office of
0 / [luman Resources

Fartness in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
{percent)

Hew Total
Compensation

Amount of Increase
{dolar}

Date to SPT

Date Returmed
From SPT

Tota Compensation

Above the Minimum
(ATM)

ATM Approved

ATM Step Date ATM Initiated

Date ATM Approved

Retention Bonus
HTE Date
Retention Bonus
Approval Date
Recnutment Bonus
Approval Date
Relocation Bonus
Approval Date

Dateto HCC

Retention Bonus Amt

Retention Bonus
Approved
Recnitment Bonus
Approved
Relocation Bonus
Approved

Date Retumed From
HR Director

3R=

HewRetention
Bonus
Recruiiment Bonus
Amt

Relocation
Allowance Amt

Dateto HR Director

Date Retumed From
HCC

Phys=ician Special
Pay
PSP Start Date

Scarce Speciaty Amt Geo Location Pay

PSP Stop Date Length of Service

FT Status

Executive Position Exceptional Quals

Board Cert 2 PSP Approved

Board Cert 1

PSP Approval Date

PCA PCA Start Date PCA Stop Date

HewPhysician Comp
Allowance

PCA Approved

PCA Annual Amt

Mission Specific
Allowance

PCA Contract Length

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

towrorvuyor | FGEIE| Tour of Duty New ——
Howrs per Pay Period a0 Hours per P ay Period _

0ld Hew

Date Hew P osition Date Hew Position _ Hew Position
Hurmber Requested kb Humber Received A Huanber

LWOP

vwop nrenae [

99594444

SPA PROCESSING

Effective Date* 10/03/2004

SPA PSP Start Date SPA PSP Stop Date

SPA PCA Start Date SPA PCA Stop Date

SPA Comments




13. SPA selects “Completed-Send Email Notification” and clicks on Cﬂ’ to complete

the WiTS Change in Work Schedule/Hours action and move it from the Active to the
Archived bizcove.

ICDmpIeted-Send Ernail Nn:ntij C‘S
RS 1

14. Completed action sends an automatic email to the addressee(s) shown in the AO’s
Email Address field of the input sheet.

WATS # AQ's Email Address*
3891 spd4Te@nih.goy

Sample email message....

M WiTS - Action Processed - Change in Work Sche

=10l x|

J File Edit Wiew Insert Format Tools Ackions Help
Jﬁ.ﬂﬂeplr\‘ £ Reply to Al | W Forward | =) | E\(‘ w ||E,’ Py ‘ > - W - £| @ -

a0
From: sp 7e@nih, govy Sent: Thu 9/16/2004 4:37 PM
To: sp47e@nib, gov
e spd7e@nib, gov; spd7e@nib, gov
Subject: WNTS - Action Processed - Change in Work SchedulefHours - Jane Thomas

Al
Tour action #3821, Change i Work Zchedule/Hours, has been processed m EHET wath an effective
date of 2004/10/03 5:00:00




